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Jay, 


Welcome to the position of Treasurer! You’ve inherited an important position. The Treasurer is 
responsible for the finances of the chapter. If the Treasurer fails, the whole chapter could fail. ‘And if 
the Treasurer succeeds, the whole chapter succeeds. 


The main role as Treasurer is making sure bills are paid on time. The chapter has only afew so 
income, but many expenses. /’Il discuss some of these below, as well as other responsibilities... 


Income 
è From the University 


Each Fall, the College of Engineering awards money to all the student organizations. In order to receive | 
funding from the College, we need to complete an application. 2015 was the first time the application 
was an online form. There were some bugs, but they should be gone by 2016... The online application is 
really simple. The College will probably hold a meeting to explain how to fill out the application, and | 
recommend you attend. in the binder is a form | used to estimate our expenses. You can use that as a 
guide, but | recommend going through the check register (also in the binder) to update values and look 
for other expenses | didn’t budget for. 


e From initiates 


The initiates will pay their dues before initiation. About half of this will go to Nationals, and half to us. 
It’s difficult to estimate the number of initiates, but | think there are usually more in the Spring than in 
the Fall. 


Expenses 

e Nationals 
The National organization does a good job of sending invoices (usually monthly). In my experience, our 
President will order the bents or honor cords, and then the Treasurer will receive the invoice. So 
communication is key to avoid unpleasant surprises. Nationals will-also send an invoice for initiate dues 
once the Secretary (or whoever) has updated our roster with Nationals: The invoices are easy to pay. 


Simply print out the invoice, write a check to “Tau Beta Pi Association, Inc.”, and mail the check and 
invoice back to them at the address provided. 


è K-State Division of Facilities 


The Division of Facilities will send an advisor (currently Dr. Dringenberg) an invoice, and they will 
forward it to you. This is usually for postage. Simply cut a check and send it to them. t usually include a 
copy of the invoice so they know exactly what the check is for. 


© Reimbursements 


Oftentimes, members will make purchases with their own money, and expect to be reimbursed. At the 
first meetings, make sure to emphasis a couple key points: 
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1. Purchases still need to be approved by the Treasurer in advance. Don’t expect to be reimbursed 
if you make purchases without permission. 

2. They need to keep their receipts and attach them to a completed reimbursement form. These 
forms are available on Orgsync. 


© Other/Miscellaneous. 


There are many other expenses you will have to handle throughout the year. Examples include: 
catering, T-shirts, Pizza, etc. Be sure to stay on top of these items in order to compliment the chapter’s 
reputation! 


Other Responsibilities 
e Taxes 


Tau Beta Pi is a non-profit organization. Each year we have to file forms with the IRS in order to keep 
this status. This is over the sumnier, so take the TBP documents with you to your internship. We file a 
990-N to declare our tax exempt status, and then we forward the approval email to TBP Nationals. If 
you log in to the TBP website, there is more information about this. You'll have to create an account, 
link our EIN, and fill out their simple form. {’ve attached a copy of the 990-N I’ve completed for your 
reference. 


e Financial Report 


The Treasurer is required to complete a financial report at the end of the school year. It is basically the 


same exact information provided to the IRS on form 990-N. This is on the website. Speaking of... 


e Website 


it’d be best if you logged in to the website and just looked around a little bit. Take a look at the different 
documents and reports we have to turn in. 


www.tbp.org 
username: ksg 
password: williethewildcat 


| understand this is a lot of information, but you’re a smart dude - you can handle it. That being said, | 
will be around next semester, and am more than happy to help out in any way I can. Feel free to contact 
me at any time. 


Good luck! 


Levi Hefner 


levihefner@ksu.edu 
785-953-0754 


